Transportation Enhancement Program Guidelines Application Form Instructions 


APPENDIX A 


COMMONWEALTH OF MASSACHUSETTS 
TRANSPORTATION ENHANCEMENT PROGRAM GUIDELINES 
EFFECTIVE NOVEMBER 2003 


APPLICATION FORM INSTRUCTIONS 


General Instructions: 


Before filling out the application form, applicants should have carefully reviewed the 
Transportation Enhancement Program Guidelines and contacted the appropriate Regional 
Planning Agency or Transportation Enhancement Program Coordinator at the Bureau of 
Transportation Planning and Development. A list of the 13 Regional Planning Agencies and 
their addresses is included in (Appendix D). Applicants should contact the appropriate Regional 
Planning Agency for details on its filing requirements. 


This instruction sheet is keyed to the item numbers on the application form. Special guidance for 
completing each item on the Application Form is contained in these instructions. Please note, 
when filling out the electronic version of the application form, spacing is limited to the space 
shown on the hard copy. Contact the Regional Planning Agency regarding any questions in 
filling out the application or the Transportation Enhancement Program Coordinator for 
clarification. 


Item 
Number 


1. Project Name: Please assign a project name to the project proposal that will be used 
throughout the project. If this is a phase of a project that was approved prior to these 
Guidelines, please maintain the same project name followed by the appropriate Roman 
numeral for the next phase. 


2. Project Applicant: Please refer to Section 2.2 of the Enhancement Guidelines to determine 
who is an eligible project applicant. Provide the applicant name, agency name, address, 
telephone and fax numbers, and e-mail address. For example, applicant name, City of 
Waltham, and agency name, City of Waltham Planning Department; or applicant name, 
Executive Office of Environmental Affairs, and agency name, Department of Conservation 
and Recreation. If there is more than one project applicant, please select one to be the lead 
project applicant and describe its relationship to each additional applicant in the project 
description. 
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10. 


11. 


12. 


Applicant’s Contracting Officer: Please provide the name, title, address, telephone and fax 
numbers, and e-mail address of the chief official having authority to contract with 
MassHighway. 


Contact Person: Please provide the name, title, address, telephone and fax number, and e- 
mail address of the person who is authorized to discuss the proposal on behalf of the 
applicant. If there is more than one contact person, please pick one person as the lead 
contact. 


Project Sponsor Information: Please refer to Section 2.2 of the Enhancement Guidelines to 
determine who is a project sponsor. If the answered to question #5 is “yes”, please provide 
the sponsor name, contact name, title, address, telephone and fax number, and e-mail 
address. Please note, appropriate procurement procedures may be necessary when 
contracting with a sponsor. 


Regional Planning Agency: Please provide the name, address, contact person and phone 
number of the appropriate Regional Planning Agency(s) in which this project lies. (See 
Appendix D for a list of Regional Planning Agencies.) A Regional Planning Agency is 
responsible for screening a project application before it is submitted to the Statewide 
Enhancement Steering Committee. 


MassHighway District Office: Please provide the District #, address, contact person and 
phone number of the appropriate District(s) office in which this project lies. (See Appendix 
D for a list of District Offices.) A MassHighway District Office should be aware of a 
potential project application before it is submitted to the Statewide Enhancement Steering 
Committee. 


Project Type: Please refer to Section 2.0 of the Guidelines for the description of project 
types. Please indicate the project type by checking the appropriate box. Please check only 
one box. All regional projects should be submitted through a Regional Planning Agency. 


Type of Work Category: Please refer to Section 2.0 of Guidelines for description of work 
categories. Please indicate the work category of the project by checking the appropriate box. 
Please check all that apply, including those that are part of the non-federal or applicant share. 
(See Section 4.9 Project Phasing.) 


Prior Funding: Please indicate if this project proposal has received prior funding through 
the Transportation Enhancement program and in what guideline year. 


Brief Project Proposal Description: Please provide a short description of the Enhancement 
portion of the project, and briefly explain how the project is eligible pursuant to the 
Transportation Enhancement Program Guidelines. Include the total cost of the project and 
amount of Enhancement funding the project application is requesting. 


Eligibility for Funding: Please list each eligible Transportation Enhancement activity this 
project is qualified for pursuant to the Transportation Enhancement Program Guidelines. 
The primary Enhancement activity should be listed first, and any secondary activities to 
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follow. Only one activity is required to qualify. Please do not add activities that do not 
apply. 


Please describe how the project meets the various eligibility criteria: 


A.) All projects must demonstrate a “direct and substantial relationship to the surface 
transportation system.” Applicants must make the case that a project relates to 
surface transportation, and the relationship is direct and substantial by function, 
proximity or impact (See Section 2.5.1 of the Guidelines). 


B.) Only transportation projects that are “non-traditional” may qualify to receive 
Enhancement funding. Non-traditional projects are those that are not part of a 
traditional roadway project and propose work that does not typically qualify for 
federal transportation funding assistance (See Section 2.5.2 of the Guidelines). 


C.) The principal activity of the proposed project must be listed as a Transportation 
Enhancement Activity. Projects may have one or more than one enhancement 
activity. Identify the principal enhancement activity that best represents the project 
objective. Also, identify any other enhancement activities that are a part of the 
project. For example, a project’s principal activity may be to rehabilitate a historic 
bridge, but it may also include landscaping and other scenic beautification, and 
mitigation of water pollution due to highway runoff (See Section 2.5.3 of the 
Guidelines). 


D.) Only statewide projects need to meet this criterion. Please briefly describe how the 
project has statewide significance or how it is multi-regional in scale. (See Section 
Zed.) 


13. Funding Breakdown: The purpose of this item is to provide project reviewers with 
information regarding the total cost of a Transportation Enhancement project, and how the 
cost is apportioned among the various project work categories. Please do not leave boxes 
blank. If you are unsure on how to fill out this grid, please consult the Regional Planning 
Agency or Enhancement Program Coordinator. If a box does not apply, please place a zero 
(0) in the box. 


Breakdown of Funding Grid — This breakdown of funding presents three columns. Take 
the total cost of each work category and disperse the percentages across the grid. For 
instance, the federal government will always fund up to 80% of all eligible project costs, 
and the Commonwealth of Massachusetts will fund up to 10% of all eligible project costs. 
The project applicant is responsible for funding a minimum of 10% of the project cost in 
the form of cash or in-kind services. If the applicant can provide more than 10% of the 
project cost, the State will take credit for the additional share. It is important to note that 
the Federal Highway Administration provides 80% of the project cost, and this is necessary 
for bookkeeping purposes as well. If another federal or state agency submits the project, 
that agency is responsible for funding up to 20% of the eligible project cost. Please indicate 
only the amount of enhancement funding being requested for each applicable project work 
category. 
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Applicants for projects requesting funding for any of the four eligible work categories 
should add each column across and insert in the total funding requested column. If in-kind 
services are being proposed, please include them on the funding breakdown. The total 
funding requested column then should be added down and across to come up with the total 
project cost. 


Indicate the percentage of funding breakdown for each column. The application should 
indicate what the percentage splits will be. For example, a project applicant may choose to 
fund more than the 10% applicant match, and therefore, a reduction in state funds would be 
necessary. The applicant should review both the state and federal requirements for eligible 
applicant shares before completing the grid, and provide an explanation of the source of its 
match. (See 4.8.4) 


Furthermore, applicants must clearly state the source of their applicant match and the non- 
federal share. Design and Acquisition costs are eligible in some cases toward the non- 
federal share, as long as they were prepared in accordance with 23 U.S.C. A statement 
supporting federal requirements will be required. Please consult the Regional Planning 
Agency or Transportation Enhancement Program Coordinator to ensure the project meets 
the requirements. 


14. Proposal Location/Limits: Provide a brief description of the location and its limits. 
Indicate the project’s beginning and ending points and routes/roads/bridges/rivers/rail right- 
of-way, etc., the project follows or crosses. 


15. Proposal Status: Please check all applicable boxes and answer all questions regardless of 
whether you are applying for that work category or not. 


A.) If the planning/feasibility phase is complete, include a copy of the applicable study 
with the project proposal. 


B.) Provide a listing of the estimated number of property takings and/or easements 
required for implementation of the project, if any. Note that even temporary 
construction easements require a Public Hearing/Meeting, and a “ROW Certificate” 
from MassHighway’s Right-of-Way Bureau. Identifying and disclosing all right-of- 
way issues is necessary and crucial to the project’s success. If you do not identify all 
right-of-way issues and your project is approved and later determined infeasible, the 
applicant will be responsible for repaying any and all federal and state funds. 


C.) If the design of the project has begun or been completed, please provide the name of 
the designer. Indicate whether the designer is a MassHighway-approved design 
consultant or some other qualified designer. Also, indicate whether the plans have 
been reviewed by the appropriate MassHighway District Office, and provide the date 
when such review took place. If the design is not completed, provide an estimated 
date for completion. 


If the project is in the Program, Property Acquisition, or Final Design stage (See 


Section 2.0 of Guidelines), please provide an estimated date when construction or 
implementation will begin and an estimated date for completion. 
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16. 


17. 


18. 


19. 


20. 


21. 


22. 


23. 


Party Responsible for Future Maintenance and Operation: Where applicable, please 
provide the name of the agency, department, or commission and the name, address and 
telephone number of the person who will be responsible for operating and maintaining the 
improvements requested in the proposal, such as the Departments of Planning, Public Works, 
Board of Selectmen, Metropolitan District Commission, etc. If applicable, the proposal must 
contain a letter from the official department representative stating that the official will be 
responsible for operating and maintaining the improvements constructed with Enhancement 
funding. 


Americans with Disabilities Act: Please indicate whether the project requires a waiver from 
the Americans with Disabilities Act. If the project does require a waiver, please include a 
copy of the waiver as part of the project proposal. 


Public Participation: On a separate sheet entitled “Public Participation” describe the steps 
taken to inform the public about the project. Please include the number of public meetings or 
hearings held, the issues discussed, support mentioned, or concerns raised, if any, by the 
participants. Also, if a public hearing has been held on the project, include a copy of the 
hearing minutes or notes in the proposal. Further, if the project has received any type of 
vote by a town meeting, city council, or agency, please include a certified copy of the vote 
taken. 


City council, town votes or municipal referendums: See #18. 
Minutes/votes from public hearings: See #18. 


Public Support: Applicants are encouraged to append to a project proposal letters from 
public agencies, elected officials, citizens groups and others who actively support the project. 


Public Opposition: Applicants are encouraged to append to a project proposal letters from 
public agencies, elected officials, citizens groups and others who actively oppose the project. 


Project Description: On a separate sheet titled “Project Description,” describe the proposed 
Enhancement project. Begin by providing a brief statement about the purpose and need for 
the project. For example, “The purpose of the project is to provide new pedestrian walkways 
and other pedestrian amenities along a 1,000 foot section of Main Street in downtown 
Walkville. Current pedestrian walkways are too narrow and do not provide sufficient 
amenities to attract shoppers to the downtown area.” Follow the opening statement of 
purpose and need with a more detailed description of the project. Use quantitative 
descriptions and dimensions wherever possible, i.e., project length, width, number of parking 
spaces, width of sidewalk, number of proposed trees, shrubs, length and height of fencing, 
etc. Provide pictures and diagrams if possible to better describe the project’s purpose. The 
project description should be clearly written so the reader can easily understand exactly what 
the project is intended to accomplish. In more detail, describe why this project is a non- 
traditional transportation project and meets the eligibility requirements of the Transportation 
Enhancement Program Guidelines. If appropriate, applications should include color photos of 
the project site prior to construction. 
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24. 


25. 


26. 


27. 


28. 


29. 


Site Plan(s): If applicable, on an 8%” X 11” sheet, include as part of the proposal a site plan 
of the project that is at a scale sufficient to clearly identify the proposed improvements. 


Environmental Requirements: Provide answers to the environmental questions asked in 
the attached three-page environmental questionnaire (See Appendix C). On a separate sheet, 
list the environmental permits the applicant has received, filed, or plans to file. 


Scope and Budget: This is a very important part of the project proposal and must be 
completed at the time of submission. On separate sheets entitled “Proposed Project Scope” 
and “Proposed Project Budget’, show a detailed scope of work and detailed project budget 
for each eligible work activity. If a consultant has already been selected for the project, the 
consultant should be familiar with an adequate scope and budget submission; i.e. planning, 
final design, property acquisition, construction. The scope and budget should include the 
proposed applicant match and correspond with the items identified in the project description 
(see item #23). If the project is approved, the scope and budget will be attached to a contract 
with MassHighway. 


Regional Planning Agency Selection Process: On a separate sheet of paper, briefly 
describe the Regional Planning Agency filing requirements and selection process, including 
application solicitation requirements and deadlines, if any, members names and affiliations, 
policies and procedures outlined for project determination, and any other pertinent 
information. 


Funding Schedule by Transportation Improvement Program (TIP) year: On a separate 
sheet of paper, please provide a funding schedule by TIP year of each work category eligible 
for Transportation Enhancement funding. For example, if a project is requesting final design, 
property acquisition and construction, please provide the TIP year for which each work 
category will be programmed. For example, Property Acquisition in FFY04 for $x; Final 
Design in FFY05 for $x; and Construction in FFY06 for $x. A work category may be 
programmed over more than one TIP year depending on the extent and cost of the project and 
available funds. 


Authorizing Signature: Please have the individual who is authorized to enter into a contract 
with MassHighway on behalf of the applicant sign and date the application form. Also, type 
the signatory’s name and title in the space provided. This signature should match the 
information in item 3. 
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